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    MURRELL MEMORIAL LIBRARY 

MISSION STATEMENT 
 
Murrell Memorial Library, at Missouri Valley College (MVC), is committed to: 

 
� Enhancing students’ ability to learn by teaching them the processes for finding 

and evaluating information as they explore their academic interests; 
� Supporting the faculty’s teaching capabilities and scholarly research activities;     
� Providing a collection that reflects a wide variety of viewpoints on religious, 

political, sexual, social, economic, scientific, philosophical, ethical and moral 
issues; 

� Effectively utilizing traditional resources and new technologies to foster 
learning and knowledge acquisition in students, faculty and staff. 

 
To achieve these goals, Murrell Memorial Library’s collection development 
strategies include providing instructional materials in print and electronic 
formats, with remote access available for a large portion of the collection.  The 
library’s collection resources are searchable using Quest, MVC’s online catalog, 
which includes a collection of over 75,000 print materials, an eBook collection of 
over 10,000 volumes, and more than 40 online resources.   

 
The library is a member of the MOBIUS consortium which provides students, 
faculty and staff online access to the collections of over 55 academic libraries in 
Missouri.  Interlibrary lending is an additional method of access to the materials 
from other library resources, and delivery is efficient and free to the college 
community.   Integrated technology computer classrooms and labs are available 
on campus to facilitate teaching and learning experiences for students, faculty 
and staff. 
 

 



 
 

 
 

 

TABLE OF CONTENTS 
 

Staff Directory………..………………...1 
Library Website ….…………………….2 
Library Layout ………………………....3-5 
Computer Labs ………………………..6 -9 

  Printing ……… ………..……………….9 
Internet Access ………..……………...10 
E-mail accounts…………….……….…10 

 
Circulation of Library Materials 
Check-out ……………..……………….11-12 
Renewals……………………………….12 
Returns & Fines………...……..………13 
Online Resources…..…………...…….14-15 
eBook Collection ………………..……16 
Reference & Periodicals ……..………17-19 
Interlibrary Loan Program ……………20 
Reserve Materials …………………….21 
Photocopies …………………..……….22 
Copyright Policies……….…………….22 
Microform Materials……..…..………..23 
Videos & CDROMs………….………..23-24 
Hours .................................................25 
Murrell Library Do’s & Don’ts .……….26 
 



 
          1 

 
 

Library Staff Directory 
 

Library Director 
831-4123 
Pamela K. Reeder, Librarian 
 

Reference & Bibliographic Instruction 
831-4187 
Mary Slater, Librarian 
 

Circulation and Fines 
831-4180 
Bathsheba Love, Circulation Services 
 
Serials and Reserve Materials 
831-4181 
Brian Hampton, Library Assistant/Program Manager  
 
Teacher Ed. Library & Tech Lab 
831-4005 
Marilyn M. Milovich  
Library Services Coordinator  
 

Teacher Ed. Library Clerk 
831-4013 
Norine Cruz, Library Assistant 
 

Evening Library Assistants 
Main Library     831-4180  
Teacher Ed. Library    831-4013 

 
 



 
            2 
 

 
 

LIBRARY WEBSITE 
 

Check it out!!     Murrell Memorial Library’s website can be 
found at http://www.moval.edu/library1 
 
The Murrell Library website offers 24/7 access to: 
 

� Quest, the online catalog (search for over 20 million 
library collection materials through our MOBIUS 
consortium membership and more than 10,000 eBooks.) 

 
� Online Resources (to search for journal articles.)   

 
� Interlibrary Loan Services– borrow books from other 

libraries at no cost. 
 

� List of Full Text Journals available at our Library. 
 

� Library Special Events and Exhibits.  
 

� Search Guides to help you find information within the 
library collections. 

 
Special Events are advertised via campus flyers, MOVAL e-mail, and are also 
posted on the Library website.    These events often include FREE FOOD and 
fun activities, so be sure to join us!    



 
 

          3 

LIBRARY LAYOUT 
 
 

How is the library arranged? 
There are two buildings that house the entire collection of 
Missouri Valley College’s library materials.   The Main 
Library is located in the Murrell Memorial Library building 
and the Teacher Ed. Library is located in the Tech Center 
building. 

MAIN LIBRARY 

This part of the library houses library collections that include 
art, business and economics, English, humanities, 
psychology, science and mathematics, and the social 
sciences.    

 
 
FIRST FLOOR, Main Library 

This is where you’ll find the Information/Reserve desk, the 
Reading Room, the Computer Research Lab, and the Study 
Room--Art Collection Room.   The Study Room is also 
called “Coffee By The Book” because coffee, tea, cider, and 
cocoa are available for a small fee.   Study groups may 
meet on the first floor of the main library.  The second floor 
is for quiet, non-group study only. 
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Online Catalog and eBook Collection–  

Computers for searching Quest (the online catalog), 
eBooks, and the library’s online resources are available 
outside the Library office.   This is also where the CD-
burner and color printer are located, in addition to a 
scanner.   The Information Desk area also has a computer 
for searching the Quest catalog.  The online catalog can be 
searched from any computer with Internet access.  Search 
Guides are available online via the library web page:  
http://www.moval.edu/library1 

 
Main Library Computer Research Lab— 

The lab is available for students to write papers, conduct 
academic-related Internet searches, access the library’s 
online resources, or check student e-mail accounts.  A 
scanner is available in the Lab. 

 
SECOND FLOOR, Main Library – Designated “Quiet Area” 

This is where you’ll find the Library’s book collection, the 
Periodicals Room, the Career Center, the Multimedia Room 
with Vertical files and Microfiche/Microform Reader/Printer, 
the Study Abroad Corner and the Reference Room.   
Several computers are set up in the central area of the 
second floor for students to access Quest, the library’s 
online catalog.  The second floor is a “quiet area” for 
individual study. 
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 TEACHER ED. LIBRARY 

Murrell Memorial’s Teacher Ed. Library is located on the first 
floor of the Tech Center.  The Teacher Ed. Library contains 
teacher education collections such as Instructional 
Curriculum Materials, manipulatives, videos, juvenile books, 
periodicals, and books covering topics in Education.   
Computers for searching Quest (the online catalog), eBooks, 
and the library’s online resources are available near the 
Teacher Ed. Library‘s Information Desk.  The Tech Lab, 
located down the hall, is also available for computer use and 
it has a scanner.  MVC Student ID cards are required to use 
the Tech Lab. 

 

Are there Lounge areas for student use? 
Study tables, comfortable couches, and stuffed chairs are 
available throughout both library common areas for student 
use.   Group work should be done in specified areas of the 
Murrell Library or in the Teacher Ed. Library.   All buildings 
are designated as non-smoking areas. 
 
Where are the Rest Rooms located? 
In the Murrell Library building, the rest rooms are located 
on the first floor across from the Information Desk.  In the 
Tech Center building, the rest rooms are down the main 
hall, past the Teacher Ed. Library, and to the left.   
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COMPUTER LABS 
 

Computer labs are available in the following campus 
locations: 
 

o Murrell Library 
o Tech Center 
o Collins Science Center   
o Learning Center (3rd Floor, Baity Hall) 

 

Campus Computer Network Policies: 

By registering for classes at Missouri Valley College (MVC), 
students agree to comply with all network policies.  These 
policies are posted in the campus computer labs, on the MVC 
Information Technology webpage at: 
http://www.moval.edu/offices/IT/policies.asp  
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Murrell Library Research Lab:  This lab is available for 
students to write papers, conduct academic-related Internet 
searches, access the library’s online resources, do Instant 
Messaging and/or check student e-mail accounts.    
 

Tech Center Lab:  This lab is available for students to do 
homework assignments, conduct academic-related Internet 
searches, access the library’s online resources, check e-
mails, or do Instant Messaging.   Students are required to 
present their MVC Student ID card for scanning in order to 
use the Tech Lab.  Headsets must be used when using any 
applications with sound.   
 

Collins Science Center Labs:  These two labs on the lower 
floor, are available for general use.  Check the schedules 
posted outside these labs for availability. 
 

Learning Center:  This lab is open M-F from 8am to 5pm and 
has a printer available. 
 

Activities NOT permitted in Library or any campus lab:  
 
• No loud talking or use of phones. 
 
• No accessing pornography websites or opening e-mails 

that contain pornography. 
 
• No accessing pay-per-view Internet events.    

 
 
NOTE:  Violations of these policies will result in the student’s 
loss of computer lab privileges and/or other disciplinary 
actions.  
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Saving Your Documents:  It is recommended that you save your 
work to your server space on the MVC network’s student server.  
Then, you can access your saved documents from any campus 
computer.   
 

To save to your server space: 
o Log on as you normally would. 
o Open the program application for your document (e.g., 

Word, PowerPoint, Excel, Access).  
o Either create a new document or open an existing one. 
o On the menu bar, click Save As and a box will open. 
o At the top of the box, next to the words Save In, there is a 

drop down menu (click on the little black triangle). 
o Look for and highlight the words that contain your login 

name with ‘on noahserver/user……    
 Example:    jmb4533 on noah\users\   

o Choose a name for your document. 
o Click on the Save button.    
 

You may also bring a flash drive on which to save your 
documents (or CD-W for Tech Lab).    
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Saving your documents in more than one location (i.e., on 
the server and on a diskette, CD-W, or flash drive) is a 
good practice so that you don’t lose important 
documents.   
 
Diskettes, CDs, & flash drives are available for purchase at the 
MVC bookstore. 

 
 

                                                   
COMPUTER PRINTING 
 

Students may print for a nominal charge.   If you print from a 
computer in Murrell Library, your printing may be picked up in 
the library office downstairs.    If you print from a computer in 
the Tech Center, your printing may be picked up at the 
Teacher Ed. Library Circulation Desk.  
 
The Guide to Computer Labs brochure provides more 
information on campus computer use and can be found on 
the IT Department web site at:  
http://www.moval.edu/offices/IT/guide.asp 
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INTERNET ACCESS 
 

Murrell Library Lab, the Tech Center Lab, and the Collins 
Science Center Labs offer free Internet access to registered 
MVC students, faculty, and staff.  Wireless access for the 
MVC community is available in the main Library, Tech 
Center, and the Learning Center. 

                                                                                
What about e-mail? 
 
Moval.edu is a web-based e-mail program available for free 
after you register for a computer lab account.    Access to 
this web-based e-mail can be found on the main MVC web 
page  http://moval.edu.    The link on this page is in the 
center section; choose the link for Viking Mail to sign in.  If 
you have problems logging in, please call the IT Help Desk 
at ext. 4099 or visit them in Room 214 on the second floor 
of the Tech Center. 
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CIRCULATION SERVICES 
 

How do I check out materials? 
All students must present a current MVC ID card at the 
Information Desk to check out materials.  This includes 
students who live off campus and students in the High School 
Dual Credit program.   ID cards can be obtained at the 
Campus Life Office in Ferguson Center.   
Students enrolled in the Lindenwood University graduate program on 
the MVC campus will need to show a Lindenwood ID card or other 
valid ID to set up a library account.  They must present a valid ID 
each time library materials are to be checked out.   Residents of 
Saline County may also check out books with a membership card 
obtainable at the Information Desk for a yearly fee of $2.00.   
 
How long may I keep the Library materials I check out? 

Student Check-out Periods: 

 
Books 4 weeks 
Vertical files 4 weeks 
Non-current periodicals One day 
Non-Reserve Videos & 
DVDs  

1 week 

Current Teacher Ed. 
Periodicals 

 
One day 

Music CDs 1 day 
CD-ROMs 1 day 
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Faculty Check-out Periods: 

 
Books 4 weeks 
Vertical files 4 weeks 
Non-current periodicals 1 week 
Non-Reserve Videos & 
DVDs 

1 week 

Music CDs 1 day 
CD-ROMs 1 day 

 
Items that may NOT be checked out of the library: 

 
Current issue periodicals (except Teacher Ed. periodicals) 
Newspapers 
Reference books 
2-hour strict reserve materials 
 
Curriculum, videos, and ILL books may NOT be checked 
out by community members. 
 

 

How do I renew items? 
Library items that you have already checked out may be 
renewed in one of three ways:  Only one time by telephone to 
the library office staff (660-831-4180), in person, or you can 
renew online via the Library website before the due date:   
 
Go to http://www.moval.edu/library1 and in the far-right column, 
click on “View Your Library Account”.   Follow the prompts to 
renew some or all of your checked out items.      
 
NOTE:  Overdue materials may NOT be renewed online. 
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Where do I return materials? 
During open hours, Library materials may be returned to the 
Main Library office or the Teacher Ed. Library office, or placed  
in the white book drop outside the library (see below).   
Interlibrary Loan books are to be returned to the Main 
Library Office. 

 
When the Library is closed, please return books by depositing 
them in the large, white book drop container located at the end 
of the sidewalk facing College Street outside the Main Library. 

 
Will I be charged for overdue materials? 

 
Yes, any overdue materials (including Reserve items) will cost 
the patron 25 cents per day, per item. 
 
The library staff is more interested in having materials 
returned than in charging fines.  However, if you do not 
respond to overdue notices by returning overdue Library 
materials and paying fines, your borrowing privileges may be 
suspended and your student ID pulled. If an item is lost, you 
must pay the cost of the lost item.  The Business Office will be 
notified of outstanding obligations, and no college transcripts, 
grades or diplomas will be issued until the obligations are met. 
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ONLINE RESOURCES 
  

Online Resources are online databases in which you can find 
journal articles about most topics.  They are powerful 
reference tools and can do complex searches in a matter of 
seconds.    
 
Murrell Library has subscriptions to over 40 online resources.   
These resources can be accessed from any computer with 
Internet connection, and off-campus access is available for 
most of the major online resources; ask library staff for the 
database passwords (passwords are not needed when using 
on-campus computers).    
 
To access the Online Resources please go to the library’s 
web page at http://www.moval.edu/library1 
 
Murrell Library’s Online Resources include the following: 
 

� AgBioForum 
� Academic Search Premier 
� America: History and Life 
� American National Biography 
� ArtSearch 
� Bartleby 
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� BioOne 
� Britannica Online 
� Business Source Premier 
� Credo Reference  
� Criminal Justice Abstracts 
� EBSCO 
� Education Full Text 
� Educator’s Reference Desk 
� ERIC 
� GreenFILE 
� Health Source: Academic & Nursing Edition 
� Health Source: Consumer Edition 
� Historical Abstracts 
� In The First Person 
� Issues & Controversies in American History 
� Learning Express (test preparation & skills tests) 
� Literature Criticism Online 
� Literature Online (LION) 
� Masterfile Premier 
� MEDLINE Full Text 
� Military & Government Collection 
� MLA Directory of Periodicals 
� MLA International Bibliography 
� Morningstar Investment Research Center 
� NewsBank: America’s Newspapers and Magazines 
� New York Times (within NewsBank) 
� Newspaper Source 
� Opposing Viewpoints 
� Oral History Online 
� Oxford English Dictionary Online 
� Plunkett Business Research Online 
� PsycARTICLES 
� PsychInfo 
� ProQuest Psychology Journals 
� Regional Business News 
� SportDiscus Full Text 
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eBOOK COLLECTION 
   
Murrell Memorial Library has added an eBook Collection to 
the Library’s comprehensive resources.   eBooks are 
electronic versions of printed books and can be viewed in 
Quest, the online catalog.   Searches can be made across 
many eBooks or within a particular eBook.   There are 
currently over 10,000 eBooks in the MVC eBook collection.  
 
Please refer to the eBook Search Guide (available on the 
Library web page http://www.moval.edu/library1 under the 
heading “Search Guides & Tips” or in print at the library) for 
more detailed information on eBooks and how to search for 
them. 
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REFERENCE & PERIODICALS 
 

Journal and magazine articles may be found in print, in 
microform, or in the library’s online resources.   Search 
options are listed below. 
 

To begin your research on a specific topic you may 
choose one of the following methods:   
 

A.   Search by subject in the online List of Full Text    
          Journals. 

B.   Search within individual online resources. 
C.  Search the Reader’s Guide to Periodical Literature. 

 
A.   The Library’s List of Full Text Journals:  
 

If you want to browse subjects for ideas or if you already know 
the title of the journal in which you want to search, use the 
List of Full Text Journals which is available on the Library’s 
webpage at www.moval.edu/library1   
 

The List of Full Text Journals offers the following: 
 
• Shows all the full text journals available in our library 

collection, 
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• Indicates the form in which the journal material is 

available (e.g., print, microform, online resource), 
 
• Allows you to link directly into online resources by journal 

title or subject, 
 
• Tells you where to find print materials in the library.  

             
 

If you know the name of the Journal you want: 
Click the Titles Tab in the List of Full Text Journals and 
type the name of the journal in the “Find” box to see if the 
Library has the specific journal you want.    
 
• If the journal is available in an online resource:   select 

one of the database links below the journal name to begin 
searching for articles in the journal you selected. 

 
• If the journal is available in print:   write down the call 

number listed and go to the library to find the print journal.  
Education-related magazines and journals are located in 
the Teacher Ed. Library.   Magazines and journals 
covering other subjects are located on the second floor of 
the Main Library in the Periodical Room.   

 
• If the journal is available in microform: Ask a librarian to 

show you how to search the microform cabinet and use 
the microfiche/microfilm machine, located in the 
Multimedia Room of the Main Library (second floor). 
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If you want ideas for a topic: 

1. Click the Subjects Tab in the List of Full Text Journals. 

2. Click on the drop-down menu to view a broad list of 
subjects.   

 

3. Select the subject you are interested in and a sub-list 
appears with more specific subject areas from which to 
choose. 

 

4. Select a specific subject area and a list of subject-specific 
journals will show on the screen.   Under each subject-
specific journal are links to the online resources. 

 

5. Click on one of the online resources links. 

6. The online resource will open and, on the right side of the 
screen, there will be a list of the journal issue dates 
available for searching. 

 

7. Click on a journal issue date to see the article titles and 
full-text options. 

 
 
 

B.   Search the Online Resources Individually:  You may 
choose to search a specific online resource individually by 
going to the Library’s Online Resource page -- link located on 
the Library’s web site:  www.moval.edu/library1  
 
 
C.   Reader’s Guide to Periodical Literature:    These 
specialized print indexes (e.g., the Education Index) can be 
found on the second floor of the main library and can help you 
search by subject and get ideas for your research. 
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INTERLIBRARY LOAN PROGRAM 
 

 

If MVC does not have the journal or magazine you want, 
use MVC’s Interlibrary Loan Program:      
 

• You may use the online links for our Interlibrary Loan 
(ILL) forms displayed on many database search results 
pages (when full-text articles are not available) 

 
• Or, use the ILL Journal Request forms located on the 

library’s web page at http://www.moval.edu/library1  
 
• If you need assistance, talk to a Librarian about search 

options and requesting ILL materials.  There is usually no 
cost to MVC students, faculty, or staff for these services.  

 
NOTE:  Reference assistance is available during the Library’s 
open hours, or you may call 831-4187. 
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RESERVE MATERIALS 
 

How do I know what materials are on Reserve? 
Your instructor will tell you when Library materials have 
been placed on Reserve, or you can check for a list of 
Reserve items via the MVC Quest Catalog (at the bottom of 
the first Quest screen).   A search for Reserve items can be 
made using the Instructor’s Name or the Course Name. 
 

How do I check out reserve materials? 
Tell the assistant at the Information Desk that you need 
something on reserve.  You also need to tell the assistant 
your instructor’s name and the title and format (article, 
book, etc.) of the Reserve item.   You will need your 
student ID to check- out Reserve materials of any kind. 
 

How long may I keep Reserve Materials? 
Strict Reserve Items:  these materials must be returned 
within 2 hours and may not leave the library in the interim.  
Other:   some instructors may stipulate longer check-out 
periods for some items. 

 

May I take Reserve Materials home? 
Strict reserve materials cannot leave the library.  Some 
Reserve materials may be checked-out for short periods of 
time at the discretion of your instructor. 
 



 
            22 
 

                                             

PHOTOCOPIES 
 

Student-Use Copy Machine Locations:   Photocopy 
machines are available in the Main Library and the Teacher 
Ed. Library.   Copies cost 10 cents per page for students.  
Change to make copies is available at the Information Desk.   
Please do not bring bills over $5 as change may not be 
available.    
 
Main Library Copier:  the copy machine is located in the main 
lobby across from the Information Desk. 
 
Teacher Ed. Library Copier:  the copy machine is located next 
to the Information Desk. 
 
 
Copyright and Fair Use regulations are posted at campus 
copy machine locations and on the MVC website:  
http://www.moval.edu/offices/IT/policies.asp 
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MICROFICHE/MICROFILM READER/PRINTER 

The microfiche/microfilm reader/printer machine is located on 
the second floor of the Main Library in the Multimedia Room, 
and it has a built-in printer.   Copies made from Microfiche and 
Microfilm are free. 

 
VIDEOS 
 

Two-Hour Reserve Videos:  The Main Library has two TV-
VCRs located in the upstairs Multimedia Room to view the 2-
hour Reserve Videos.  Request the Reserve Video you want 
to watch at the Main Library Information Desk using the Call 
Number from the online catalog.   The assistant at the desk 
will help you.   You will need your Student ID to check out a 
video and a headset. 
 

                              
 
Non-Reserve Videos and CD-ROMs: 
The Teacher Ed. Library has Non-Reserve Videos available 
for 1-week check-out.   Use the Call Number from the online 
catalog to request a video at the Information Desk.   Popular  
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entertainment videos are located in the Main Library and a 
maximum of 2 may be checked out for 1 week. 
 

Note:   Education Software CD-ROMs may be used by 
students in the Teacher Ed. Library; however, only faculty 
may check them out from the library. 

 
 
 
 
 
 

 
 

I’d like to read something just for fun.  Where should I 
look?   In the Main Library Reading Room, you can browse 
through the Bestsellers Bookcase. 
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HOURS  
 

NOTE:   Computer use ends at 10:30 pm in LABS and 
in MURRELL READING ROOM on Sundays through 
Thursdays (except for library catalog computers.) 

MURRELL LIBRARY BUILDING 
 

LIBRARY, LAB & READING ROOM COMPUTERS: 

Mon.--Thurs…. 7:45 a.m. to 11 p.m.  (Lab closes at 10:30 p.m.) 
Friday ………..  7:45 a.m. to 4 p.m.  (Lab closes at 3:45pm) 
Saturday………1:00 p.m. to 5 p.m.  (Lab closes at 4:45pm) 
Sunday……….. 2:00 p.m. to 11 p.m.  (Lab closes at 10:30 p.m.) 
 

TECH CENTER BUILDING 
TEACHER ED. LIBRARY: 

Monday--Thurs…...7:45 a.m. to 11 p.m. 
Friday ……………..7:45 a.m. to 4 p.m. 
Saturday…………  Closed 
Sunday…………… 6:00 p.m. to 11 p.m. 

 
TECH LAB: 
Monday-Thurs ……7:45 a.m. to 10:30 p.m. 
Friday ………………7:45 a.m. to 3:45 p.m. 
Saturday……………Closed 
Sunday……………..6:00 p.m. to 10:30 p.m. 

 
SPECIAL HOURS, Etc. Special hours between semesters, during summer 
sessions, or during holidays will be posted at the library and Tech Center 
entrances, prior to their effective date.  Call (660) 831-4180 or 831-4181 for 
information about hours. 
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LIBRARY DO’S AND DON’TS 

THOU SHALT… 
 

• Turn off cell phones before entering the libraries or computer labs 
 
• Seek designated “quiet areas” to study, when needed. 

 

• Conduct group discussions only in designated “group study” areas in the 
Main Library or in the Teacher Ed. Library. 

 

• Come to the Library prepared with pen, pencil, paper, student ID, money 
for the photocopies, etc…. 

 

• Be respectful and considerate of others. 
 

• Never hesitate to ask for assistance.  We are here to help you! 
 

THOU SHALT NOT… 
 

• Bring food or drink into any of the computer labs or at computer stations. 
 

• Be loud, rude, or disruptive in the computer labs or library. 
 

• Have phone conversations in the libraries or computer labs. 
 

• Smoke, or use tobacco products. 
 

• Re-shelve books or periodicals; please place them on the re-shelving cart. 
 

• Leave possessions and/or textbooks unattended. 
 

• Vandalize Library materials or equipment. 
 

• Plan on changing bills larger than one-dollar. 



 
 
 
 
 
 

 
Missouri Valley College 

Murrell Memorial Library 

                                    2008-2009 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


